
WORKING COPY 

 

How to print a Working Copy from DAVE: 

 

Depending on the role assigned, either Search or Locate the case.   

 

Search and Open a Case 

Select Life Events>Birth OR Death>Search 

 

 
 

In the example below a search is made for a death record. 

Key in the values for any of the search criteria.  In the example below the First and Last name 

values are keyed in for the search. 

 

Select the SEARCH button at the bottom of the screen. 

 

 
 



 

The Search Results page will open as shown below. 

Click on the blue Decedent’s Name link 

 
 

Case is now open. 

Check the Status Bar at the top of the case to insure the case is Registered as shown below. 

 

 
 

Locate and Open a Case  
 

Select Life Events>Death OR Birth>Locate Case.  (In the example below the Life Events menu 

only shows Death (not Birth) because of the role assigned to user. 

 



 
 

The locate case page will open as shown below. 

Key in any of the desired values to locate the case.  In the example below the last name is keyed 

in for the locate case criteria. 

Select the Search button. 

 

 
 

 

The results page will open as shown below. 

 

 
 

Click on the blue Decedent’s Name link as shown above to open the case. 

Case is opened as shown below. 

 



 
 

 

Now that the case has been searched and/or located and is opened complete the following steps 

to print the Working Copy. 

 

1. From the left menu under “Other Links”, click on the Print Forms link as shown above. 

2. Select Working Copy as shown below. 

 

 

 
 

3. The File Download dialog box will open as shown below.  (Note: depending on your 

version of Windows/Internet Explorer, this window may appear differently and may 

appear at the bottom of the screen. 

 



 
 

4. Select the Open button as shown above. 

5. The certificate will appear on your screen as shown below in a pdf format (Adobe), and 

contains a watermark stating “Working Copy”. 

6. Select the Printer icon at the top of the certificate as shown below, and Print. 

7. Close the .pdf file when done printing. 

 

 



 
 

 

NOTE:  Municipal Clerks may print the Working Copy for reasons below: 

 

1. To maintain in their file.  In the event the internet service is down, clerks may issue 

certified abstracts of a death case, but only after verification has occurred at the State 

level to ensure that amendments have not been made to the case. 

 

2. To provide a copy to the funeral director for final disposition if the municipal clerk is 

to issue a Disposition Permit. 


